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Correcting Overseas Housing Allowance (OHA)

Overview

Introduction

References

Important
Information

In-Range vs.
Out-of-Range

Fixed Exchange
Rate

Contents

This guide provides the procedures for a SPO to correct and approve
OHA transaction in Direct Access (DA).

(a) Coast Guard Pay Manual, COMDTINST M7220.29

(b) Joint Travel Requlationd TR), Chapters-80

(c) Overseas Housing Allowance (OHA) Briefing Sheet, PDTATAC
(d) OHA Tables, Joint Travel Regulations (JTR), Appendix K

(e) CG Portal: Overseas Housing Allowance Knowledge Base

If an OHA transaction is denied for any reason, it is IMPORTANT to
remember that the most recentapproved OHA transaction will
continue to run, and therefore continue to pay/not pay the member
The only way to stop/start an OHA entitlement istielge a new row is
approved. The new row may be an Active row updating the OHA
entittement or an Inactive row, stopping the OHA entitlement.

If the correction is IFRange (the entire affected period is within 24 pay
periods or 1 year): follow the steps in this guide and all corrections st
be processed automatically without manual intervention by PPC.

If the correction is Oubf-Range (ap part of the affected period is older
than 24 pay periods or 1 year): follow the steps in this guide. Once ¢
corrections/changes have been approved, all the corrections/changes
MUST be reported to PPC Customer Care to be processed manually.

For gudance on how to take and attach screenshots (required) when
submitting a Customer Care ticket, see3ludmitting Trouble Tickets
with Supporting Imagesser guide.

If the Fixed Exchange Rate is displaying an incorrect rate (does not n
the exchange rate listed in reference (d)), uncheck the Fixed Exchanc¢
Rate box and clickave. Reheck the Fixed Exchange Rate box and
click Save again. This should populate the correct exchange rate per
reference (d).

Topic See Page
Correcting OHA (Editing a Single Row) 3
Correcting OHA (Inserting a Row) 12
Correcting OHA (Deleting a Row) 29
Approving an OHA Correction 44

Continued on next page
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Overview , Continued

Auditing Email ALSPO B/19mplemented a standard business process for
Standards submitting and validating pay transactions entered by Servicing Persc
Offices (SPOs). See the following user guides for navigating, identify
and researching pay transactions:
1 Pay Calculation Results
1 One Time Positive Input (OTPI)
1 Element Assignment by Payee (EABP)



https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/ALSPO/2019/AuditingStandardPayTransactionsAlspoB19.pdf
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Earnings/Pay%20Calculation%20Results.pdf?ver=2019-07-01-111239-993
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Earnings/OTPI.pdf?ver=2019-07-24-141857-707
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Earnings/EABP.pdf?ver=2019-07-01-151820-917
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Correcting OHA (Editing a Single Row)

Introduction

Corrections
and Timing

Thissecti on provides the procedur
Overseas Housing Allowance (OHAY editing the OHA rown Direct
Access (DA).

While some OHA fields are editable and allow corrective action, if any
dates require coection, the incorrect row must be deleted. The deletic
must be approved immediately and a new OHA row entered with the
correct dates and entitlements. The new row needs to be approved
immediately as well.

THIS COMPLETE PROCESS MUST BE DONE WITHIN THE
SAME PAY PERIOD TO PREVENT PAY PROBLEMS! PPC
(MAS) RECOMMENDS COMPLETING THE ENTIRE PROCESS
WITHIN 10 MINUTES. FAILURE TO COMPLETE CORRECTIVE
ACTIONS IN PROPER SEQUENCE AND TIMING MAY RESULT
IN OVERPAYMENTS/UNDERPAYMENTS.

First, deletethe OHA row(s) fom newest to oldest

1. Delete the NEWEST incorrect OHA row.

2. Approve the deletion.

3. Repeat steps 1 and 2 until the entire affected period is deleted.

Then,add OHA row(s), fromoldest to newest

1. Add the oldest OHA row with the correct information.
2. Approve the addition.

3. Repeat steps 1 & 2 until the entire period is added.

It is important to take screenshoto f t he @EAroveSs) 6 s
before and after any corrections/deletions.This is especially important
if the correction i©Dutof-Range These screenshots are required to be
attached to the PPC Trouble Ticket.

Continued on next page


https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/CCB/Submitting%20Trouble%20Tickets%20with%20Supporting%20Images.pdf?ver=2019-03-18-112517-230
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Correcting OHA (Editing a Single Row) , Continued

Procedures See below.

Step Action

1 | SelectHousing Allowancefrom the Active & Reserve Pay Shortcuts pagelet.

Active & Reserve Pay Shortcuts - &
Direct Deposit Proxy - Submit Absence Request

‘Voluntary Deducfions SGLI + FSGL

Maintain Tax Data USA

Cost of Living Allowance Dependent Information

BAH DepndntEmrgncyData Emplid MGIB Enroliments

Sea Time Balances AviP

View Payslips (AD/RSWV) Met Distribution

Pay Calendar Resulis Prowy - Submit Mon-Charge Abs

Continued on next page
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Correcting OHA (Editing a Single  Row), Continued

Procedures
continued

Step

Action

2

Ent er t h &mphPb mleekthéCarrect History boxand dick Search

Housing Allowance

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empl ID[begins with v [ 1234567 |
Empl Record
Name[[egins vt V]
Last Name| begins with v/
Second Last Name| begins with v/
Alternate Character Name
Middle Name| begins with w/|
Business Unit
Department Set ID[ begins with v Q,
Deparlment &}

include History &:ECnrrect History [l case Sensitive
Clear Basic Search EPF] Save Search Criteria

The member 6s BAH pag®HAtab. | di spl a

BAH OHA FSH MIHA

Frye, Kaylee Employee EmplID 1234567 Empl Record 0
BAH Entitlements Find | View All First ‘&' 10f2 b/ Last
Delete =+
Effective Date: 06/27/2018 |5
Status: Inactive ~ Approved: v Grand Fathered
Approver: 9876543 Zoe Washburne

BAH Change |Tlansfer v Approved at:  07/09/19 11:38AM

BAH Qfr Status:Y |

Description:  Mbr in Transit - With deps or paying child support; Mbr & deps not assigned govt

. 90999 qtrs
BAH Zip: BAHType:  BAH RC/T With Dependents
Military Rank: w4 BAH Rate: 1423.5000
Fair Rent: BAH Entitle:  1423.5000 ‘Override Flag
BAH Dependent Beneficiaries Personalize | Find | X | E First '4/ 10f1 '} Last

Dependent Information | Termination Information

*Dep/Ben Mame Relation Birth BAH Elig In A Service 50% Supp Last Approval
104 @ Tam, Simon Spouse 10/11M1967  04/06/2007 121972012 11:54:19PM B
[Flsave ||[a" Return to Search [=7] Notify | Update/Display 4 Include History -7 Comect History

Continued on next page
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Correcting OHA (Editing a Single

RoOw), Continued

Procedures
continued
Step Action
4 The memberdés current OHA row wil/
most recent, click/iew All.
BAH OHA FSH MIHA
Frye, Kaylee Employee EmplID 1234567 Empl Record 0
Overseas Housing Allowance Findm First ‘4’ 10f10 '}/ Last
Delete +
Effective Date: 07/112019 | =
Status: Approved: ¥
Approver: 9376543 Zoe Washburne
OHA Type: [OHA With Dependents v Approved at:  07/22/2019 2:01PM
OHA Reason: | Iransfer v [ Home Owner Indicator
Locality Code: [NLOT5 | & [ Fixed Exchange Rate
" . 2569.00
OHA Rental Table Amount: 2150.00 Entitied OHA Amount:
Monthly Rental Amount: 2000.00 Utilities Included in Rent: | None hd
Shared Rental Amount: 2000.00 Utility Point Total: 0
Constructive Rental Cap: 272800 Utility Recurring Maint Allow: 569.00
OHA Rental Sharers Personalize | Find | & | = First ‘4’ 10f1 ‘&' Last
*Branch of Service EmpliD Sharer Name
1] v Q F =
OHA Dependents Personalize | Find | (2 | e First ‘' 10f1 '}/ Last
=D Name Relation glr::c Branch Sp= Empl
1|04 |@ Tam, simon Spouse M [+] [=]
|5 Save | |o* Return to Search [=] Motify | Update/Display 4 Include History 72 Comrect History

Continued on next page



Correcting OHA (Editing a Single

21 October 2019

RoOw), Continued

Procedures
continued
Step Action
5 | All rows will now be displayed. Scroll through the roarsdlocate the row(sthat
require correction
BAH OHA FSH MIHA
Frye, Kaylee Employee EmplID 1234567 Empl Record 0
Overseas Housing Allowance Find First ‘4 1-100f10 '»' Last
Delata +
Effective Date: 07/11/2019 |5 =
Status: Approved:
Approver: 0876543 Zoe Washburne
OHAType:  |OHAWith Dependents v Approved at:  07/22/2019 2-01PM
OHA Reason: | Transfer v] [JHome Owner Indicator
Locality Code: NLO15 |C [ Fixed Exchange Rate
= . 256900
OHA Rental Table Amount; 2159.00 Entitied OHA Amount:
Monthly Rental Amount: 2000.00 Utilities Included in Rent: [None v
Shared Rental Amount: 2000.00 Utility Point Total: 0
Constructive Rental Cap: 2728.00 Utility Recurring Maint Allow: 56900
OHA Rental Sharers Personalize | Find | & | E First ‘' 10f1 '} Last
*Branch of Service EmpliD Sharer Name
1 | ~ Q [+ [=]
OHA Dependents Personalize | Find | & | = First ‘4 10f1 '»' Last
il 1] Name Relation gffc Branch Sps Empl
104 |@  Tam, Simon Spouse N [+ [=]
Delete =
Effective Date: |06/25/2019 |[3]
Status: Inactive v Approved: ¥
Approver: 9876543 Zoe Washburne
OHAType:  |OHAWith Dependents v Approved at:  07/09/2019 4:02AM
OHA Reason: | Transfer v [JHome Owner Indicator
Locality Code: |SG001 Q [JFixed Exchange Rate
- . 912572
OHA Rental Table Amount: 9000.00 Entitied OHA Amount:
Monthly Rental Amount: 8010.72 Utilities Included in Rent: | None bt
Shared Rental Amount: 8010.72 Utility Point Total: 0
Constructive Rental Cap: 10115.00  Utility Recurring Maint Allow: 1115.00
OHA Rental Sharers Personalize | Find | | et First ‘4 10f1 ' Last
*Branch of Service EmpliD Sharer Name
1 | v a =+ =
OHA Dependents Personalize | Find | & | B First ‘4 10of1 '} Last
=D Name Relation grp:c Branch Sps Empl
104 @ Tam, Simon Spouse N [+ [=]

Continued on next page




Correcting OHA (Editing a Single

21 October 2019

Row),

Continued

Procedures
continued

Step

Action

6

Make changes to any of the editable fields as approptiatiis example, the
most recent OHA row required a correction to the Monthly Rental Amount ar

Utilities included in Rent.

IMPORTANT:
any changes.

Remember If the Effective Dateneeds to beorrected, the row must be delete
and reentered with the correct dat&ee th&orrecting OHA (Deleting a Row)

sectionfor more guidance

It is important to take acreenshobf the row prior to making

BAH OHA FSH MIHA
Frye, Kaylee Employee EmplID 1234567 EmplRecord 0
Overseas Housing Allowance Find | View All First ‘4 10f10 '*' Last
Delete +
Effective Date: (07/11/2019 5 =
Status: Approved:
Approver: 9376543 Zoe Washburne
OHAType:  |OHA With Dependents v Approved at:  07/22/2019 2:01PM
OHA Reason: |Transfer | |D Home Owner Indicatorl
Locality Code: [NLO15 J & [ Fixed Exchange Rate
- . 2569.00

OHA Rental Table Amount: 2159.00 Enfitled OHA Amount:

Monthly Rental Amount: 2000.00 Utilities Included in Rent: | None hd

Shared Rental Amount: 2000.00 Utility Point Total] 0

Constructive Rental Cap: 2728.00 Utility Recurring Maint Allow: 569.00
OHA Rental Sharers Personalize | Find | 2 | = First ‘4’ 10f1 '»' Last
*Branch of Service EmpliD Sharer Name
1 v Q #[=
OHA Dependents Personalize | Find | (2 | =5 First ‘4' 10f1 '»' Last
*D Name Relation gf\?c Branch Sps Empl
1|04 @ Tam, Simon Spouse ] [+] :II

|§lSave || |2" Retumn to Search =] Notify 7| Update/Display _/-'I Include History 72 Correct History

Continued on next page


https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/CCB/Submitting%20Trouble%20Tickets%20with%20Supporting%20Images.pdf?ver=2019-08-02-101001-967

21 October 2019

Correcting OHA (Editing a Single Row), Continued

Procedures
continued
Step Action
7 Once all changes have been made, click\ibepadicon.
BAH OHA FSH MIHA
Frye, Kaylee Employee EmplID 1234567 Empl Record 0
Overseas Housing Allowance Find | View All First ‘4 10f10 '}/ Last
Delete +
Effective Date: 07/112019 [ =+
Status: Avproved:
Approver: 9376543 Zoe Washburne
OHAType: ~ |OHA Wit Dependents v] Approved at:  07/22/2019 2:01PM
OHA Reason: [Transfer v ] Home Owner Indicator
Locality Code: [NLOTS |Q [ Fixed Exchange Rate
: . 2669.00
OHA Rental Table Amount: 2150.00 Entitied OHA Amount:
Monthly Rental Amount: 2100.00 Utilities Included in Rent:| Some hd
Shared Rental Amount: 2100.00 Utility Point Total [
Constructive Rental Cap: 2728.00 Utility Recurring Maint Allow: 569.00
OHA Rental Sharers Personalize | Find | £ | E First ‘4’ 10f1 “*' Last
*Branch of Service EmplD Sharer Name
1] v a [+ [=]
OHA Dependents Personalize | Find | £ | E First ‘4 10f1 ‘% Last
D Name Relation grp:c Branch Sps Empl
1/04 |G, Tam, Simon Spouse N [+ [=]
[5]save ||[a" Retum to Search ||| Notify | Update/Display | ] Include History 7 Correct History

Continuedon next page
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RoOw), Continued

Procedures
continued
Step Action
8 SelectAdd a New Note
Rt
= Notepad
» Instructions
'~ Selection Criteria
“EmplID | 1234567
*Record 0
*Effective Date 2019-07-11
Notes From Through
Search Add a New Note
Existing Notes
B Q 1-1 0f 1v]
EmplID Record Effective Date Subject Created
1234567 0 2019-07-11 TLA Used 072272018 12:30PM

Enter aSubjectandNote Textdescribing the reason for the OHA correction.
Click Save Upon saving@X6

page.

EI Selected Note

» Instructions

out

Selected Performance Note

Applications
EmpliD 1234567 Created  08/22/2019 11:10AM
Record 0 Creator  Hoban Washburne
Effective Date  2019-07-11 Updated
Updated By
Subject | OHA Correction
Note Text | Rental amount entered incorrectly, should be 2100 vice 2000 with Some utilities (12

of

_

t he

window to

covered.

Save

10

Continued on next page
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RoOw), Continued

Procedures
continued
Step Action
10 | Verify all changes have beemteredas appropriate. ClicBave
BAH OHA FSH MIHA
Frye, Kaylee Employee EmplID 1234567 Empl Record 0
Overseas Housing Allowance Find | View All First ‘4 10f10 '}/ Last
Delete +
Effective Date: 07/112019 [ =+
Status: Avproved:
Approver: 9376543 Zoe Washburne
OHAType:  [OHAWilh Dependenis v Approved at:  07/22/2019 2:01PM
OHA Reason: [Transfer v ] Home Owner Indicator
Locality Code: [NLOTS |Q [ Fixed Exchange Rate
: . 2669.00
OHA Rental Table Amount: 2150.00 Entitied OHA Amount:
Monthly Rental Amount: 2100.00 Utilities Included in Rent: [ Some hd
Shared Rental Amount: 2100.00 Utility Point Total: [
Constructive Rental Cap: 272300 Utility Recurring Maint Allow: 569.00
OHA Rental Sharers Personalize | Find | CY | E First ‘4’ 10f1 “*' Last
*Branch of Service EmplD Sharer Name
1] v a [+ [=]
OHA Dependents Personalize | Find | CY | E First ‘4 10f1 ‘% Last
D Name Relation grp:c Branch Sps Empl
1/04 |G, Tam, Simon Spouse N [+ [=]
|"J=f|gave I " Return to Search || [+] Notify | Update/Display | ] Include History > Comect History

Continued on next page
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Correcting OHA (Editing a Single  Row), Continued

Procedures
continued
Step Action
11 | Upon saving, thépprover information will no longer be populated. The

correction has been forwarded to the SPO tree for approval.

BAH OHA FSH MIHA
Frye, Kaylee Employee EmplID 1234567 Empl Record 0
Overseas Housing Allowance Find | View All First ‘4" 1 0of 10 '}’ Last
—— Delete ]
Effective Date: |07/11/2019 |5
Status: Approved:
Approver:
OHA Type: [ OHA With Dependenis v| Approved at:
OHA Reason: | Transfer v [ Home Owner Indicator
Locality Code: |NLO15 [Q [ Fixed Exchange Rate
i . 2669.00
OHA Rental Table Amount: 2159.00 Entitled OHA Amount:
Monthly Rental Amount: 2100.00 Utilities Included in Rent: | S0me hd
Shared Rental Amount: 2100.00 Utility Point Total: 5
Constructive Rental Cap: 272800 Utility Recurring Maint Allow: 569.00
OHA Rental Sharers Personalize | Find | GV | 5] First ‘&' 10f1 ‘® Last
*Branch of Service EmpliD Sharer Name
1] v Q (] [=]
OHA Dependents Personalize | Find | (2 | 5] First ‘4’ 10f1 '‘» Last
*ID Name Relation gl?\?c Branch Sps Empl
1/04 @ Tam, Simon Spouse M +] [=]
i Save oM Return to Search =] Notify | Update/Display ] Include History

12

PerEmail ALSPO B/19once the OHA request has been approved, it is impof
to review the membe rtdensurk the/pay@rsaction | a
processed correctly. Please seeRhg Calculation Resultsser guide for more
information on navigatg, reviewing, and validating pay transactions.

Remember, if this correction @ut-of-Range(any part of the affected period is
older than 24 pay periods or 1 year), all the corrections/chand&s be
reported tdPPC Customer Careto be processed maally (seeln-Range vs. Out
of-Rangefor more guidance).

12


https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/ALSPO/2019/AuditingStandardPayTransactionsAlspoB19.pdf
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Earnings/Pay%20Calculation%20Results.pdf?ver=2019-07-01-111239-993
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Correcting OHA (Inserting a Row)

Introduction

Corrections
and Timing

Procedures

This section provides the procedures for a SPO to insert a row and m
correctionsto existngows of a member 6s Ove
(OHA) in Direct Access (DA).

While some OHA fields are editable and allow corrective action, if any
dates require correction, the incorrect row must be deleted. The dele
must beapproved immediately and a new OHA row entered with the
correct dates and entitlements. The new row needs to be approved
immediately as well.

THIS COMPLETE PROCESS MUST BE DONE WITHIN THE
SAME PAY PERIOD TO PREVENT PAY PROBLEMS! PPC
(MAS) RECOMMENDS COM PLETING THE ENTIRE PROCESS
WITHIN 10 MINUTES. FAILURE TO COMPLETE CORRECTIVE
ACTIONS IN PROPER SEQUENCE AND TIMING MAY RESULT
IN OVERPAYMENTS/UNDERPAYMENTS.

First, deletethe OHA row(s) frormewest to oldest

1. Delete the NEWEST incorrect OHA row.

2. Approve the deletion.

3. Repeat steps 1 and 2 until the entire affected period is deleted.

Then,add OHA row(s), fromoldest to newest

1. Add the oldest OHA row with the correct information.
2. Approve the addition.

3. Repeat steps 1 & 2 until the enfreriod is added.

It is important to take screenshoto f t he 1@EArovESs) 6 s
before and after ary corrections/deletions. This is especially important
if the correction iDutof-Range These screenshots are required to be
attached to the PPC Trouble Ticket.

See below.

Step

Action

1 | SelectHousing Allowancefrom the Active &Reserve Pay Shortcuts pagelet.

Active & Reserve Pay Shortcuts - B
Direct Deposit Proocy - Submit Absence Request

Voluntary Deductions SGLI + FSGLI

Maintain Tax Data USA Housing Allowance

Cost of Living Allowance Dependent Information

EAH DepndntEmrgneyData Emplid MGIB Enrollments

Sea Time Balances AviP

View Payslips (AD/RSW) Met Distribution

Pay Calendar Resulis Proxy - Submit Mon-Charge Abs

Continued on next page
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https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/CCB/Submitting%20Trouble%20Tickets%20with%20Supporting%20Images.pdf?ver=2019-03-18-112517-230
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Correcting OHA (Inserting a Row) |, Continued
Procedures
continued
Step Action
2 |[Ent er t h &mphl® ntieekithéCorrect History box and clickSearch

Housing Allowance

Find an Existing Value

Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

Empl ID| begins with v [[1234567

EmplRecord[= w/|
Name[[begins wih V]

Last Name

Second Last Name
Alternate Character Name
Middle Name| begins with v/

Business Unit| begins with w|
Department Set ID[begins with V|
Department| begins with s

2L

Uinclude History | Q:ECUrrect History

Clear

[ case Sensitive

Basic Search @I'E] Save Search Criteria

3 |[The member 6s BAH pag®©HAwabl | di spl ay
BAH OHA FSH MIHA
Malcolm Reynolds Employee EmplID 1234567 Empl Record 0
BAH Entitlements Find | View All First ‘4 10of6 '* Last
Delete +
Effective Date: 06/1012018 |5 !
Status: Inactive e Approved: ¥ Grand Fathered
Approver: 6543218 River Tam
Approved at:  06/14/18 4:21AM
BAH Change |Transfer v
.G .
BAH Qfr Status: 0410? Description:  W/O dependents; Mbr not in govt gtrs
BAH Zip: ME139 BAHType:  BAH Without Dependents
Military Rank: E5 BAH Rate: 1587.0000
Fair Rent: BAH Enfitle:  1587.0000 Override Flag
BAH Dependent Beneficiaries Personalize | Find | £ | B First ‘4’ 10f1 ‘*' Last
Dependent Information || Termination Information
*Dep/Ben Name Relation Birth BAH Elig In A Service 50% Supp Last Approval
1 Q [+ [=]
|5l Save | [a" Return to Search [=] Motify | Update/Display 4 Include History -~ Correct History

14

Continued on next page
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Correcting OHA (Inserting a Row) |, Continued
Procedures,
continued
Step Action
4 [The member s current OHA row wil |l

In this example, the member got married in October 28 anchis dependent
spouse moved into a new apartment on Octob®r AG18. Because this entry

takes place prior to the current row, a new row will need to be inserted and ar
OHA row with an Effective Date after 10/13/18 will need to be updated to refl¢
any required changes (i.e. OHA Type, dependent data, monthlytdites, et.).

Click View All to display all rows.

BAH OHA FSH MIHA
Malcolm Reynolds Employes Empl ID 1234567 Empl Record 0
Overseas Housing Allowance Find First ‘4 10f3 '*' Last
-. Delete [+]
Effective Date: 07/16/2019 |
Status: Approved:
Approver: 6789123 Kaylee Frye
OHA Type:  |[OHA Without Dependents v Approved at:  07/2212019 4:00PM
OHA Reason: [JFTR Rate Change v ] Home Owner Indicator
Locality Code: |GU001 |Q [ Fixed Exchange Rate
i . 2924 25
OHA Rental Table Amount: 2205.00 Entitied OHA Amount:
Monthly Rental Amount: 2205.00 Utilities Included in Rent: | Some hd
Shared Rental Amount: 2205.00 Utility Point Total: 8
Constructive Rental Cap: 2924 25  Utility Recurring Maint Allow: 71925
OHA Rental Sharers Personalize | Find | Y | E First ‘4' 10f1 ‘&' Last
*Branch of Service EmpllD Sharer Mame
1] v Q (] [=]
OHA Dependents Personalize | Find | (2 | ] First ‘4" 10f1 '} Last
*D Name: Relation EE\?C Branch Sps Empl
1 aQ [+ [=]
1l Save .M Return to Search [=] Notify | Update/Display _#] Include History

Continued on next page
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Correcting OHA (Inserting a Row) |, Continued
Procedures
continued
Step Action
5 | For the purposes of this example, a row will need to be inserted after the
08/01/2018 row to account ftne OHA changes. To add a row, click e
button located on the 08/01/2018 row.
BAH OHA FSH MIHA
Malcolm Reynolds Employee EmplID 1234567 Empl Record 0
Overseas Housing Allowance Find | View 1 First ‘4" 1-30f3 '}/ Last
Delele [+
Effective Date: (07/162019 5]
Status: Approved: ¥
Approver: 6789123 Kaylee Frye
OHA Type:  |OHA Without Dependents vl Approved at:  07/22/2019 4:00PM 0
OHA Reason: [JFTR Rate Change v [ Home Owner Indicator
Locality Code: (GU00T | [ Fixed Exchange Rate
. . 292425
OHA Rental Table Amount: 2205.00 Entitied OHA Amount:
Monthly Rental Amount: 2205.00 Utilities Included in Rent: | Some hd
Shared Rental Amount: 220500 Utility Point Total: 8
Constructive Rental Cap: 2024 25  Utility Recurring Maint Allow: 71925
OHA Rental Sharers Personalize | Find | Y | E First '4' 10f1 ‘&' Last
*Branch of Service EmpllD Sharer Name
1] v Q [+ [=]
OHA Dependents Personalize | Find | Y | & First ‘4’ 10f1 ‘»' Last
=D Name Relation grp:c Branch Sps Empl
1 |q =
osse——] ]
Effective Date: [0801/2018 |
Status: Active v Approved: ¥
Approver: 6789123 Kaylee Frye
OHAType:  |OHA Without Dependents v Approved at:  08/09/2018 12:47FM ]
OHA Reason: |JFTR Rate Change v [ Home Owner Indicator
Locality Code: (GU00T |C I Fixed Exchange Rate
" . 289500
OHA Rental Table Amount: 2205.00 Entitied OHA Amount:
Monthly Rental Amount: 2205.00 Utilities Included in Rent: [ S0me v
Shared Rental Amount: 2205.00 Utility Point Total: 8
Constructive Rental Cap: 2805 00  Utility Recurring Maint Allow: 690.00
OHA Rental Sharers Personalize | Find | 2 | == First ‘4’ 10of1 "} Last
*Branch of Service EmpllD Sharer Name
1 | v &} [+ [=]
= e " n

Continued on next page
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21 October 2019

Correcting OHA (Inserting a Row) |, Continued
Procedures
continued
Step Action
6 | A new rowwill populate. Ensure it sits between the appropriate dates (in this case
between the most current row of 07/16/2019 and 08/01/2018). Because the new roy
inserted using the 08/01/28 row, the Effective Date defaults to 08/01/2018.
BAH OHA FSH MIHA
Malcolm Reynolds Employee EmplID 1234567 EmplRecord 0
Overseas Housing Allowance Find | View 1 First ‘4’ 140f4 ‘b Last
Delete ]
Effective Date: 07/16/2019 |
Status: Approved:
Approver: 6789123 Kaylee Frye
OHAType:  |OHA Without Dependents v Approved at: 0772212019 4:00PM ]
OHA Reason: |JFTR Rate Changs v [J Home Owner Indicator
Locality Code: GUo0T |3 I Fixed Exchange Rate
- . 292425
OHA Rental Table Amount: 2205.00 Enfitied OHA Amount:
Monthly Rental Amount: 2205.00 Utilities Included in Rent: [ Some v
Shared Rental Amount: 2205.00 Utility Point Total: 8
Constructive Rental Cap: 292425  Utility Recurring Maint Allow: 719.25
OHA Rental Sharers Personalize | Find | 2 | E First ‘4" 10f1 '} Last
*Branch of Service EmpllD Sharer Name
1 | w~ &} [+ [=]
OHA Dependents Personalize | Find | 2 | = First ‘4’ 10f1 ‘*' Last
*D Name Relation gr:c Branch Sps Empl
1 Ja [+ [=]
Delete ]
Effective Date: 08/01/2018 |5
Status: Approved:
Approver:
OHA Type: | v Approved at: a
OHA Reason: | V| [ Home Owner Indicator
Locality Code: Q [JFixed Exchange Rate
OHA Rental Table Amount: Entitled OHA Amount:
Monthly Rental Amount: Utilities Included in Rent: | v
Shared Rental Amount: Utility Point Total: 0
Constructive Rental Cap: Utility Recurring Maint Allow:
OHA Rental Sharers Personalize | Find | 2 | E First ‘4" 10f1 '} Last
*Branch of Service EmpllD Sharer Name
1 | w~ &} [+ [=]
OHA Dependents Personalize | Find | £ | EH First ‘4" 10f1 ‘*' Last
*D Name Relation gr:c Branch Sps Empl
1 o [+ [=]
Delete +
Effective Date: 08/01/2018 |5 &
Status: Approved: ¥
Approver: 6789123 Kaylee Frye
OHAType:  |OHA Without Dependents v Approved at: 08/09/2018 12:47PM a
OHA Reason: |JFTR Rate Change v [JHome Owner Indicator
[ rind Caas fas.
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21 October 2019

Correcting OHA (Inserting a Row) |, Continued

Procedures
continued

Step

Action

7

Complete the following fields:
1 Enter the appropriatéffective Dateand esure theStatusreflects Active.

1 Using the dropdown, select the appropria®HA Type.

1 Using the dropdown, select the appropria®HA Reason

1 Enter theLocality Code or use the lookup.

1 Enter theMonthly Rental Amount.

1 Check theHome Owner Indicator box orFixed Exchange Rateas necessary.
1 Using the dropdown, select the appropridtkilities Included in Rent.

1 Enter anyOHA Rental Sharersif the member is sharing the monthly rental
expenses with another person.

1 Enter anyOHA Dependentsif the member has BAH eligibléependents
residing with them at the rental location.

Note: Refer to theStarting OverseaHousing Allowancéor more information on
entering OHA data.

— Delete +]
Effective Date: |10/13/2018 B
Status: Active v Approved:
Approver:
OHAType: | OHA With Dependents ] Approved at: [
OHA Reason: LDependency Change hd [ Home Owner Indicator
Locality Code: [BU001 & [ Fixed Exchange Rate
i . 3270.00
OHA Rental Table Amount: 2450.00 Entitied OHA Amount:
Monthly Rental Amount: 2350.00 Utilities Included in Rent: | Mone hd
Shared Rental Amount: 2350.00 Utility Point Total:] 0
Constructive Rental Cap: 3370.00 Utility Recurring Maint Allow: 920.00
OHA Rental Sharers Personalize | Find | (2| EH First ‘4’ 10f1 '}/ Last
*Branch of Service EmpliD Sharer Name
| vl Q, [+ [=]
OHA Dependents Personalize | Find | 2 | [ First ‘4" 10f1 '*' Last
=D Name Relation gf:c Branch Sps Empl
] 4 =)

Continued on next page
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https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Earnings/Starting%20Overseas%20Housing%20Allowance%20(OHA).pdf?ver=2019-08-15-092347-893

21 October 2019

Correcting OHA (Inserting a Row) |, Continued
Procedures
continued
Step Action
8 | Once all the information has been entered as appropriate, cliblotpadicon.
BAH OHA FSH MIHA
Malcolm Reynolds Employes EmplID 1234567 Empl Record 0
Overseas Housing Allowance Find | View 1 First ‘4’ 1-40f4 '»' Last
Delete [+
Effective Date: 07/162019 |5
Status: Avproved: ¥
Approver: 6789123  Kaylee Frye
OHAType:  |OHAWithout Dependents v Approved al:  07/2272019 4:00PM 0
OHA Reason: |JFTR Rate Change v [JHome Owner Indicator
Locality Code; |GU00T |Q [IFixed Exchange Rate
- . 2824 25
OHA Rental Table Amount: 2205.00 Entitied OHA Amount:
Monthly Rental Amount: 2205.00 Utilities Included in Rent: [ Some v
Shared Rental Amount: 220500 Utility Point Total: 8
Constructive Rental Cap: 2024 25  Utility Recurring Maint Allow: 719.25
OHA Rental Sharers Personalize | Find | 2| = First ‘4" 10f1 "} Last
*Branch of Service EmpllD Sharer Name:
1] W Q [# [=]
OHA Dependents Personalize | Find | 2 | = First ‘4’ 10f1 “*' Last
D MName Relation grp:c Branch Sps Empl
1 & #[=
Delete =
Effective Date: |10/13/2018 |[&]
Status: Approved:
Approver:
OHA Type: [OHA With Dependents v Approved at:
OHA Reason: | Dependency Change v [IHome owner Indicator
Locality Code: |GU00T /@ [IFixed Exchange Rate
: . 3270.00
OHA Rental Table Amount: 2450.00 Entitied OHA Amount:
Monthly Rental Amount: 2350.00 Utilities Included in Rent: [None v
Shared Rental Amount: 235000 Utility Point Total: 0
Constructive Rental Cap: 3370.00  Utility Recurring Maint Allow: 92000
OHA Rental Sharers Personalize | Find | 2 | E First ‘&' 1of1 &' Last
*Branch of Service EmpllD Sharer Name:
1] v Q [ [=]
OHA Dependents Personalize | Find | (2| E First ‘4 10f1 "' Last
=D MName Relation grp:c Branch Sps Empl
102 |Q, Sema-Reynolds, Inara Spouse N e

Continued on next page
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21 October 2019

Correcting OHA (Inserting a Row) |, Continued

Procedures
continued
Step Action
9 | SelectAdd a New Note
R
E] Notepad
P Instructions
[~ Selection Criteria
*EmplID 1234567
*Record 0
*Effective Date 2018-10-13
Notes From Through
Search Add a New Note
There are no existing notes for the specified selection criteria.

10

Enter aSubjectandNote Textdescribing the reason for the OHA correction.
Click Save Up o nXés aowitn go,f & he

age.

El Selected Note

» Instructions
Selected Performance Note

Updated By

Applications
EmpliD 1234567 Created  (08/26/2019 9:12AM
Record 0 Creator Hoban Washburne
Effective Date 2018-10-13 Last Update

wimredndbove r to

Subject | OHA W/ Dependents

new dependent and rental changes.

Note Text |Member acquired a dependent on 10/13/2018. OHA row inserted to reflect g

Save

Return to Note Selection Page

20
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21 October 2019

Correcting OHA (Inserting a Row) |, Continued
Procedures,
continued
Step Action
11 | Verify all changes have been made as appropriate. S@gk The request will bg
forwarded to the SPO tree for approval. It is important the @ddfyesbe
approvedmmediately so any additional rows may be added/corrected as
appropriate and approved (geerrections and Timinfpr more information).
BAH OHA FSH MIHA
Malcolm Reynolds Employee Empl ID 1234567 Empl Record 0
Overseas Housing Allowance Find | View 1 First ‘4’ 140f4 ‘b Last
Delete =
Effective Date: 07/16/2019 |}
Stats: Approved:
Approver: 6789123 Kaylee Frye
OHAType:  |OHA Without Dependents v] Approved at:  07/22/2019 4:00PM ]
OHA Reason: |JFTR Rate Change v [ Home Owner Indicator
Locality Code: (GU00T |Q [ Fixed Exchange Rate
- . 2924 25
OHA Rental Table Amount: 2205.00 Entitled OHA Amount:
Monthly Rental Amount: 2205.00 Utilities Included in Rent: |S°"”E v
Shared Rental Amount: 220500 Utility Point Total: 8
Constructive Rental Cap: 2924 25  Utility Recurring Maint Allow: 719.25
OHA Rental Sharers Personalize | Find | 2| & First ‘4 10f1 ‘}/ Last
*Branch of Service EmpliD Sharer Name
1] v Q [+ =
OHA Dependents Personalize | Find | 2 | E First ‘' 10f1 "} Last
D Name Relation gffc Branch Sps Empl
1 Q [+ [=]
Delete +
Effective Date: 10/13/2018 | =+
Status: Approved:
Approver:
OHA Type: [OHA with Dependents v Approved at: a
OHA Reason: |Dependency Change v [ Home Owner Indicator
Locality Code: 30001 |Q [JFixed Exchange Rate
o . 3270.00
OHA Rental Table Amount: 2450.00 Entitied OHA Amount:
Monthly Rental Amount: 2350.00 Utilities Included in Rent: | None hd
Shared Rental Amount: 2350.00 Utility Point Total: 0
Constructive Rental Cap: 3370.00 Utility Recurring Maint Allow: 920.00
OHA Rental Sharers Personalize | Find | (2 | = First ‘4 10f1 ‘»/ Last
*Branch of Service EmpllD Sharer Name
1 | w Q [+ =]
OHA Dependents Personalize | Find | (2 | = First ‘%' 10f1 "*' Last
D Name Relation gr:c Branch Sps Empl
1 DZ Q, Serra-Reynolds,Inara Spouse N ﬂ j
I_EJJSa\re I_Jf‘ Return to Search =] Notify | Update/Display 1 Include History 2 Comrect History
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21 October 2019

Correcting OHA (Inserting a Row) |, Continued
Procedures
continued
Step Action
12 | Once theOHA request has beapproved, makeany necessargorrectiors to the
next consecutive row as appropriaRemember, takea screenshoof the row
prior to making any changes.
BAH OHA F5H MIHA
Malcolm Reynolds Employee EmplID 1234567 Empl Record 0
Overseas Housing Allowance Find | First ‘' 1-40f4 '}/ Last
Delete #
Effective Date: 07/16/2019 |3
Status: Approved:
Approver: 6789122  Kaylee Frye
OHAType:  |OHAWithout Dependents v Approved at:  07/22/2019 4:00PM ]
OHA Reason: [JFTR Rate Change v [ Home Owner Indicator
Locality Code: [GU00T |Q [ Fixed Exchange Rate
- . 292425
OHA Rental Table Amount: 2205.00 Entitied OHA Amount:
Monthly Rental Amount: 2205.00 Utilities Included in Rent: | S0me v
Shared Rental Amount: 2205.00 Utility Point Total: 8
Constructive Rental Cap: 2924 25  Utility Recurring Maint Allow: 719.25
OHA Rental Sharers Personalize | Find | 2 | E First ‘4 10of1 '»' Last
*Branch of Service EmpliD Sharer Name
1 | v (&} [+ [=]
OHA Dependents Personalize | Find | 2 | E First ‘&) 10f1 &/ Last
=D Name Relation g'::c Branch Sps Empl
1 o [+] [=]
Delete |
Effective Date: |10/132018 |[:{
Status: Approved: ¥
Approver: 9876543 Zoe Washburne |
OHA Type: [OHA With Dependents vl Approved at:  08/26/2019 9:38AM
OHA Reason: |Dependency Change v [ Home Owner Indicator
Locality Code: |GU001 @ [ Fixed Exchange Rate
- . 3270.00
OHA Rental Table Amount: 2450.00 Enfitied OHA Amount:
Monthly Rental Amount: 2350.00 Utilities Included in Rent: | Nene v
Shared Rental Amount: 235000 Utility Point Total: 0
Constructive Rental Cap: 3370.00 Utility Recurring Maint Allow: 920.00
OHA Rental Sharers Personalize | Find | (2 | E First ‘4" 10of1 '* Last
*Branch of Service EmpllD Sharer Name
1 | v (&} [+ [=]
OHA Dependents Personalize | Find | 22| E& First ‘& 10f1 ‘&' Last
=D Name Relation g'::c Branch Sps Empl
102 |C, Serra-Reynolds,Inara Spouse M 1| ;I
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21 October 2019
Correcting OHA (Inserting a Row) |, Continued
Procedures
continued
Step Action
13 | In this example, the 07/16/2019 row needs to be corrected to reflect the depe
and monthly rental changes. Update as appropriate, then cliblotepadicon.
BAH OHA FSH MIHA
Malcolm Reynolds Employee EmplID 1234567 Empl Record 0
Overseas Housing Allowance Find | First ‘4 140f4 '} Last
Delete #
Effective Date: |07/16/2019 |
Statu: Approved:
Approver: 6789123  Kaylee Frye
OHA Type: | OHA With Dependents | Approved at:  07/22/2019 4:00PM
OHA Reason: |JFTR Rate Change v [ Home Owner Indicator
Locality Code: GU00T |3 I Fixed Exchange Rate
- . 3309.00
OHA Rental Table Amount: 245000 Entitled OHA Amount:
Monthly Rental Amount: 235000 Utilities Included in Rent: [None V|
Shared Rental Amount: 2350.00 Utility Point Total: 0
Constructive Rental Cap: 3400.00 Utility Recurring Maint Allow: 959.00
OHA Rental Sharers Personalize | Find | £ | e First ‘4’ 10f1 '}/ Last
*Branch of Service EmpliD Sharer Name:
1] ] Q [+ [=
OHA Dependents Personalize | Find | £ | ] First ‘4" 10f1 ‘b Last
D Name Relation glr::c Branch Spz Empl
1 Serra-Reynolds, Inara Spouse M [+] [=]
Delete #
Effective Date: |10/132018 |5
Statu: Approved: ¥
Approver: 0876543 Zoe Washburne
OHA Type: | OHA With Dependents V| Approved at:  08/26/2019 9-38AM
OHA Reason: |Dependency Change v [ Home Owner Indicator
Locality Code: GUODT |@ CIFixed Exchange Rate
. . 3270.00
OHA Rental Table Amount: 2450.00 Entitied OHA Amount:
Monthly Rental Amount: 235000 Utilities Included in Rent: [None hd
Shared Rental Amount: 2350.00 Utility Point Total: 0
Constructive Rental Cap: 3370.00  Utility Recurring Maint Allow: 920.00
NHA Bental Sharers Ear liza | Eind 1 (211 EF Eirct ‘4 4 nf4 (P ) oct
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21 October 2019
Correcting OHA (Inserting a Row) |, Continued

Procedures
continued

Step Action
14 | SelectAdd a New Note
E] Notepad

» Instructions

*EmplID 1234567
*Record 0

*Effective Date 2019-07-16

Notes From Through

Search Add a New Note

[There are no existing notes for the specified selection criteria.

15 | Enter aSubjectandNote Textdescribing the reason for the OHA correction.
Click Save Up o nXés aowitmegp,fwiobn dow t o r et ur
page.

B Selected Note

» Instructions
Selected Performance Note

Applications
EmpliD 1234567 Created (8/26/2019 9:43AM
Record 0 Creator  Hoban Washburne
Effective Date 2019-07-16 Last Update
Updated By
Subject |OHA Correction I

Note Text |Corrected OHA row to reflect Dependent and Rental Amount Change. ¢

Save

Return to Note Selection Page

Continued on next page
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Correcting OHA (Inserting a Row)

21 October 2019

, Continued

Procedures
continued

Step

Action

16

Verify all changes have been made as appropriate. Sk The request will bg
forwarded to the SPO tree for approval. It is important the @dfyesbe

approvedmmediately so any additional rows may be added/corrected as
appropriate and approvesegCorrections and Timinfpr more information).

BAH OHA FSH MIHA
Malcolm Reynolds Employes Empl ID 1234567 Empl Record 0
Overseas Housing Allowance Find | View All First ‘4’ 10f4 '*' Last
Delete [+]
Effective Date: 07162019 5
Status: Approved:
Approver: 6789123 Kaylee Frye -
OHAType:  |OHAWith Dependents v| Approved at:  07/22/2019 4:00PM a
OHA Reason: |JFTR Rate Change v [JHome Owner Indicator
Locality Code: GUO0T |Cy, [ Fixed Exchange Rate
: . 330800
OHA Rental Table Amount: 245000 Enfitied OHA Amount:
Monthly Rental Amount: 235000 Utilities Included in Rent: [None v
Shared Rental Amount: 235000 Utility Point Total: 0
Constructive Rental Cap: 340000  Utility Recurring Maint Allow: 95900
OHA Rental Sharers Personalize | Find | (2 | = First ‘4’ 10f1 “*' Last
*Branch of Service EmpllD Sharer Name
1] W Q (+] [=]
OHA Dependents Personalize | Find | £ | = First ‘4’ 10f1 “*' Last
*D Name Relation EE\?G Branch Sps Empl
1/02 @, Semra-Reynolds Inara Spouse M #] [=]
Ifljl Save I oh Return to Search | |[=] Nofify | Update/Display || ] Include History Correct History

Continued on next page
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21 October 2019

Correcting OHA (Inserting a Row) |, Continued

Procedures
continued

Step Action

17 | Upon savinganycorrections to a prexisting row, theApprover information will
no longer be populated. The correction has been forwarded to the SPO tree
approval.

18 | PerEmail ALSPO B/19once the OHA request has been approved, it is import
to review the membe rt@ensure the/pay@rsdciion | a
processed correctly. Please seeRRhg Calculation Resultsser guide for more
information on navigatg, reviewing, and validating pay transactigese Steps
19-21 to view the Pay Calculation Results for the example used in this sectior

Remember, if this correction @ut-of-Range(any part of the affected period is
older than 24 pay periods or 1 ygall the corrections/chang88JST be reported
to PPC Customer Careto be processed manually (daeRange vs. Oubf-Range
for more guidance).

Continued on next page
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https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/ALSPO/2019/AuditingStandardPayTransactionsAlspoB19.pdf
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